29 July 1953

MEMORANDUM FOR3: Acting Deputy Directer {Administration)
SUBJECT s Osneral Services

1. Reference is made to your msmorandum of 22 July 1953,
requesting comments and recommendations on the possibility of
eliminating the Genersl Services 0ffice and transferring the
major divisions of that Office to the Logistics Office and the
Cosptrollerts Office,

2s We have reviewed the propostl and beliewe that it has
mrit as such a move would place soms of the functions where they
more logically beleng. This chanpe would organisze the overall
sdministration of the Apgency into three main categories: =men,
mowey and meterisl. FHowever, it should be pointed out that gener-
ally in all goveramsnt sgencies there will be found argmsatienﬂly
sn crganisations]l component called “Administrative Services” whose
general duties are classified ss housekesping functions,

3. Whatevar the final decision may be as to the eliminatiom
of the Gereral Scrvices Office, the Comptrollert!s Office fesls very
strongly that there are two particular functions now being per-
formed by Censral Services which are logically and riphtfully
functions which should coms under the jurisdiction and direection
of ths Comptroller. These are forms control and Machine Records.
Staff studies have been prepared on these two subjects setting
forih our reasms and justificeation for the transfer of these
functions to iths Comptroller's Uffice., (See Tab A and B)

k. The Organisation and Methods Staff feels that the work
of RBevords Managersnt is closely allied to Organization and Methods
work, &nd that the functions thereof could very well be added to
that staff, The Records Center is at present in s development
stage and for its best operation should be closely allied to the
Records Manapemedt function for the presemt. Later on when the
Records Center Program is more clearly established, conpideration
eonld then be given to changing its organisational location since
it is not really a staff function., The undersigned has mixed
feslings on this subject since some phases of the records manage=
ment program As now constituted appears to be the type of work
04X should be performing., Time given for the submission of
commnts and recomendations dtd not permit a detailed study of
this matter,
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S. The fdllowing comments and recomrendations for the other
organisstionsl components af the mow constituted General Services
office are submitted for considerstioms

2. The Motor Pool function be transferred to the
Trensportation Division, Logistics Office.

b. The space acquisitien and utilization, building
saiptensnce and utilization and telephone functions
pe transferred to the Real Estate apd Construetion
pivision, Logistics Office.

¢, The primting and reproduction function be transe
ferred to the Logistics Office,

6, In ordsr to hawe a clsar-cut organisation in Logistics, and
to facilitate eontrol, it would be advissble to consider the estab-
lishment of a General Services Division within Logistics which would
include the fallewing branches:

s, Printing and Reproduction

b. Real Estate and Coastruction {which would include the
presmst real sstate and construction function togeth-
er with those activities enumerated in 5.b. above)

¢. ¥eil and Courier

7. T shall be glad to A scuss the above comments and recomsenda=
tions with you at your conveniente.

£. R. SADEDERS
Compirellier
Attachmentsas
*ah A and B
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